VIVE Knowledge Base — Temporary Event Entry

May 30t and May 31st Event Unit Entry

To assist you and your program in entering the last of your units for May, NYC Aging created this
temporary solution. We know there are also issues with backdating a client’s signup to an event. A
long-term fix is in development and will be presented when it is available.

There are four steps to this temporary process:
e Create a New Event
¢ Signup Clients to your Event
e Enter Units for these Events
e Let Us Know

If you have any questions, please contact the VIVE Application Support Center by submitting a
ticket through the Ticketing Module under Program Tools.

Create a New Event

To capture the units for your activities that occurred on Friday (5/30) and/or Saturday (5/31), you will
need to create a new event for each activity that occurred on those days.

Step 1: From the Top Menu, click on Program Tools.
Step 2: Within Program Tools, click on Event Profile.
Step 3: Select the New Event Profile button.

A Client Search  Referral Queue AdminTools Reports Support -

Logged in user is YOUR NAME and workingin YOUR program.

Event Profile Monthly Unit Summary CMA Waitlist  Survey Invitation Links Client Notifications Blank Forms Ticketing Module
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Step 4: Enter either May 30" or May 31t for the Start
Date. This is the trigger that associates the units

entered to your May report. Complete the required
fields and select the Save button.

Signup Clients to your Event

New Event Profile

*Start Date

May 30,2025

End Date

“Event Name

Balance Class FY26

Event Start Time

*Host Type

In-Person

Status

Open

Event End Time

Service Type

w | Physical Health/Exercise

*1s this event happening at Program Site?

Yes

Location

-

*Unit Type

15 BAY RIDGE AVENUE, BROOKLYN, NY 11 X articipant

Event Capacity

Fee Amount

Signup everyone enrolled in your program for the events that you created for 5/30 and 5/31.

Step 1: From the list view of Event Profile, click on your new Event Name link.

Step 2: From the Details of your event, click on the sub-menu Event Signup.

Step 3: From Event Signup, select the Edit button.

Event Profile

Balance Class FY26

Host Type Event Type Unit Type
In-Person Units by Client Participant

Details| EventSignup JUnit Entry

Active Event Sighup

Client Name A Enrollment Start Date

Start Date End Date

5/30/2025

Enrollment Status

v

Event Signup Date

. Scan QR Co

de \ Edit |

Event Signup End Date Signup Status v
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Step 4: After selecting the Edit button, check boxes appear in a column to the left of the client names.
At the top of the column, to the left of the Client Name header, there is a check box that selects and
signs up all clients to the event. If there are multiple pages of clients, you will need to do this on each

page.

Event Profile

Balance Class FY26

Host Type Event Type Unit Type Start Date End Date
In-Person Units by Client Participant 5/30/2025

Details  EventSignup  Unit Entry

Active Event Signup
Client Name ~ | Enroliment Start Date Enrollment Status s | Event Signup Date Event Signup End Date Signup Status v
A 05/20/2024 Active
. | 06/04/2024 Active
I M/03/2017 Active
A 04/15/2025 Active

The Event Signup Date is the date the clients are signed up for the event. Currently, this cannot be
back dated. We will use the Event Start Date (May 30" or 31%!) as the trigger to properly assign your
units to each event.

Enter Units for these Events

When entering units for these events, the Date of Occurrence must be the same as the Event Signup
Date or later. Remember, the Event Signup Date is the date the clients are signed up for the event. If
you enter an earlier Date of Occurrence, the list of Signed Up clients will not appear because no one
was signed up yet. The process of entering units is the same for any event.

Unit Enlr: Details
* Date of Occurrence *Status
Jun &, 2025 & -
Total Units Total §
Filter & Auto Fill
Name Funding Source Units Amount Select all Attended?
Filter NYC Aging Funded Service v 1.00 o AutoF Scan QR Code
Client List
Name Date of Birth  Gender Home Address Enroliment Status Funding Source Units  Amount  Attended?
I 06/27/1949 I Active WYC Aging Funded Service 1 0 <
I 01/27/1948 I Active NYC Aging Funded Service v 1C o -
I 07/25/1956 I Active NYC Aging Funded Service  w e i} -
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Thank you!

If you have any questions, please contact the VIVE Application Support Center by submitting a
ticket through the Ticketing Module under Program Tools.
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